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iIT.

RICORDE MAMAGEMEWT ‘¥WIVEY REPORT OF TiE
OPFIUE (F BERRARCH AND REPORTS

To prepave records control schedules covering the & ftion
of all records throughsut the OfFIte of Research sod Repores.

APFROACH

A% the request of the Offioce of Resesrch and Re 8 reecrds
anNiseven. survey was conducted by Miss and

of the Rewords Fmonspement 1Hvision., The suar-
vey songlated of an 1tea by ltem inventory of the records
holdings in sach orgasisetionsl elewent of the Office snd ob-
taining informetion ss t0 t'w use and value of the records
from responsible adpiznistrative nad opereting officisis.

Sesed upon the value of the records placed on theo by these
officiale and upon evaluvatirn eriteris estad)ished By the

Eationel Archives, preposed schefules for the timely disposition

muization for spprowl. Ay differenve wms adfusted until
averyone vas in coaplete sgreenment and the sigmature of the
organizetion chiel wvas obtelined. ALl schedulse wore thern pubde
alited t0 the AD/RE for epproval.

APPLICATION OF APIROVRED nCR IIES
The GRR scledules as approved by the AD/RW have been reviewes

by this office and sre approved for full appiicstion of the dis-
- position isetructions conteired theveor '

sxeept for destruction
! proposed on deriain iteas. (8ee Ixhibit A)., Steps nre
being taken to gbteln the mcossery legal sutborization for the
deatruetion of these asceptid ileas vhereupon you will be
notified immediately. Howerwz, {: is pointe? cut that a
schedule only gives legsl suthority for the destruction and re-
tirement of records and all setieae takes under this autherity
sust conform with exinting recurity regulations of the Agevey.

The preperaiion of resords coutrel schedales sceowplish 1ittle
uniess the disposition instivotions vhich have been spproved
by 81l respensible officials of you Off{ce sre lsplemented and
adhered to down to the lowert echelon, ffmrm,; Records

1 onr tors should utilige sobedules ss & means
Rdwd: ol to obtatn < e with mgproved

g, ° ton ¢f the schedule then becomes & prime

fector in prowoting an e{ficfent and econvmicel recoyds dis-
position prograw in the Office. A proven sethol of schedule
spplication w8 followed by enother Imrge offiece of the Agesey
“was to Tirat desigwete as individwm) in oech organizstionml
wiewent to assisi the Tiecorls Officor. Ome copy of the sehedule
periaining to sach grgmnization’s records wes forverded to the
indfvidual for appliemtion. The Records Offf{cer ves ihan sble
vith this limited group, to instrust, alvise, and essist thew

in getting the program underway 1o iheir respective orgenisations.
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V.

Vs

Statistlonl informetion v oped from e records oontrn)
schedule ahows that e Office of Resosreh aad Reports has
vecords holdings totmlling 22,427 [isear Teel, cabegorired

is 68% soparate 1%ewms or record peries. These resords
oeoupy “iling egquipment welued at approximstely $523,684.00
a4 eonsists of the types ! auo.nts showr in Frhthie B,

A Jetailed breakdown showln: asounts and percentages of these
recordz established e persanent, temporaery or indefinite ree
tention valve ia atteched s Bxluinit O

The bensfits derived rom an efective Aeoords Disposition
Progran are meny. RAGstial saviags can be reflseted in
noTe eGoomicn]l une o office spmte and Milsg equipmeni.
Oz the nssumption itel the sohedules will e gl-em Tull
spplication in the WTice 3T Resewrel and Repores It is
estimated that s wintmus savingn of ¥71,860.00 is posaible
for the remainder of this year and 195G, For 1957 and for
sach year thereafter 1t is catimmted thet an somwl snvinge
of 553,275.30 1s posnible. (Ssc Exhibit D). Ae sn old in
mogsuris; the effoctivensss of -he Becordz Manacsmwont Pro-
gras In the Agency 1% 15 requested that & report of the
yplume of records devtrortd undor euthority of the schefule
e Turnlshed %o the Focord: Mamaarosq Stafl on & flseanl
year basis,

RECOMMEETATION:

Atthoupk the prisary purptss of the SuUrvey Was 1o prepare
Zgpcowds Control Sohedules, other aregs of Records Bowgesent
woere bserved during the dgurse of the survey vhere possible
fmproveperts souid b= mede. A% 8 result of these oheervatiomw
and a careful smalysis of the schefules the Tollowing renos.
moudetiors are auwtwitted 13r »or conelileration:

A. BRecommendntion Bo. 1 - Thet @ stuly be mede as o Tessi-
JLLINY OF translerring =ep suppleeental AIeiribution
function % the fvency Imcovds Center.

¥ap Library Division ls wespomaibie “or the supplemental 2z~
tribution of ail Agercy praduced spd nos-Ageney produced wEps .
In careving out this “unetion Uy maintain & lsrge ctock
supply of oeps housed 12 expensive 71iling egquipeernt and wil-
lzing sesree and wluable current offlce space. Yot for
other types of inBel ipeses productions of the OIfice of Ne-
searce: and Reports the sepplaomentel disivivution 1s wads by

.
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the Suwpolamental “datribution drench of Sie lpency Socords
Canter, The Becords Cenber iz performing this funotion
Mnmaa supplesental dstitation stecks tolalling over
1,000 eulde feet of variou: igensy reporis which sye mmﬁ
sntly and sconpwlcells in hm cost gpacc md eguipment.
Requests are serviced sromgily @mmm*mrmmm
beve besn regsived on the mgvliee. wﬁwafmmw
of the functions now parforrind by thepe orpenimstions] m
rated uniis, uwesﬂm%&eamn&ﬁmmmm foasi
It i suggoested that & sure:y tess selested for thlg atudy be
mafmmmrmmwz Ebafl and one

mabey Lrom Office of Resempoh and s The mnctary
avings o the A that swuld ress bfm this tranafer
m%miﬁmﬁﬁieeq ¢ slone, in sddition,

continal - in Jower wosk o space wuld accrue st
the rate of $,173.90 cach v @wﬁm

o, 2 - “hat 2 uniforn file system be
sgbient and adainistestive files,

mwmmmarzemmw there are 84 sepa-
rate subject and sdulsistrative flles malniained for the chlefs
of each wmm Mﬂﬁ. ‘hege files are malntained and
: ve fficers, mwa and clericsl
: Pices, The files maintiained
a@%mummmﬁmaﬁlmhm ﬁaﬁm:mmmm
nent Matorical records doguwsentisg the organisailon and 1%s
functiooel sctivities, The mystess for filing ere variod but
for the st part are undey nome slphabelbionl arrasgesent,
Hwatver 1T of the 8L Piles wre found to hisve boen estsbllished
foliswing the mvject nmwerts gysten preseribed in the Agency
Pie Keessl (Anoludis: the enteel flles of the 24D), YFhere
Uris systom hagd basn instalicd it wss noted that puggornel
ware Mghly satisfied vith e pesulis sz it facilitates their
z&k aperation, Many srgmizsailons mot having & planced
systes of filing were deslyous of having this oystem Installed,
If thir wnifors systex is Lustalled throughont ihe Office of
Resospoh and Repords, m{"%%mm;;m@mt, as well
an, future aduiclotrstors fwough swch standardise
ozhea t?mtm of Admindasative Hfflcers amt&rlﬁ:%'mﬁ
elerical personnsl will osuae a0 tive mz lsarning
Mmﬁ file synteame of such organissilons ‘Xl now clerisal
maiting clesraros in the Interim Aspsignment Brangh
gx& & treining cogree 1 e smubject mmmerio file system.

"3
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he oxurse is condmcted by e Wfics of Tpudnis ag and covers
5 fortyenimste portode. Io additicn a2l new perscuncl in
grades throush Gief are give: & il couvse In subjoct
mﬁ tmgg under the ol z-loal @ﬁmmﬁm PR ZTER, it

sommendation ie agoeyied the Records Jsnsgesent [taff
ﬁﬁthM&aM%m*mm mm:melw
on duty with OR® vy wemld 32 Sireclly toncorned with e
£1le uperetion,

- ﬁmﬁ mﬁﬁ Qm ba 4 £ 0 2 ’&3'

Ta the sbasmwe of fowsel isgbruciions =nd guidancs, record
keaplnz prectices do rot follow cptablished patterns in the
verions Givisions and Draxios Siovaghout the offices, In
: maﬁﬁmww fomesicns wWﬁa
Y, wsapd geographies]l arss, et O OO
{ling sysbeme varded in ecesrdmce with the idess
daal smlyet, ovorsr, Industrisl Dlvialom,
nmuazsw srenches in other dlvisions,
heve doveloped fils plans for all of ﬂa&rmﬂﬁgm files
and axre 1o the proceme of isyleacpiation, If Dlvisions and
 Breadhes develop fMle nlsns for all iadtelligencs files and
the W@ ave reguired to asduteia thddr files sccordogly,
uﬁmﬁmmgwM&mﬁh@ﬁm&
gonching or mﬁwm Filas of Wtﬂ whio have
bews tmfm, v+ sobsalged would o asceasible
aed m.ly mama by uw mmam;

ndation Ho. L - That ldvisions and Brasches adopt
sal wse of file apmipmant sad eupplios.

xnwmwmm pressbomnd type folder i bolng
utdlised, e Lzency recis:ily sdopled & lass axpensive
(5403 for logsl sisc as sgatust 539) stsadard folder shieh
w1l sdoquately serve for the dumstion of most Agengy filing
neods, Twpormy recoprds fontalidng the chespor folders can
be ecsnnedoally destroyed 1o Uloc withoub salvaging coste
neesmsery for retrieving the sxpaslve folders, In Ywose
arean wheye flling symce is ab & presiun sdditional filing
space would be reillzod by sdopting the standsrd folder
m&mmmm bty felder now in use.

spified xaterial wae found storsd in msny safos throughe
m&wmm mmmmmafmmmmm matm
with slasaiffed satarial i oten nagesssry 1o order o
tein the InSegity of a flle m& s stmlﬁ wt ‘ém &m@ﬂ.

SEGRET.
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Howevery a large portion m{ Lo uneclsssifled vatesdl is

no% related o & mﬁw fiv and is saintelined in expenalve
safon for rveference parpopes. These cogununis shouwld be ime
mediately removed snd stored lo Lookcsses, kopelock cibinets
or sapply cabinets, Iuls wald rolespe much nesdad Tiling
space for clapslfled msterisds and ineure proper atilisstlon
ef filing m}ﬂmz.

dption Mo, 5 - hat livizions and Sranches reduce
e 21 n; &« relersnce ;ameaﬁa%

A total of 25@51&:&:&"% =f Muvary %awaswfm invmmm
Of thiz wtal 1,109 asar 'vct are those obtsdned through
M&m( definite lora bapis, The pasdnder (1,366
1incay foot) are m@ag referance books melntadned by ihe
Bap Iilrery for loan parpoms, Hyoks on 20 {ndefinitc losn o
the Offise siwould be reviows ané Lioee shich have served thelye
Wm&ewh&m&%&mwmmm?&ﬁm&mrw
M@ﬁaﬁg . mw&émtzmw&m%%m&r
teaporery losn @ comenamts of ihe Ageney a3 well a5 0
perascnal of GE, %Wm&miﬁ&mvm—
swromet of duplicets Mbray oocis apd 9312 provide adequate
Melerance sorvice to e Of Alae 1% 1s suggooted that
Ldbrary material widah ie ngessicy Yo nadutedn in the office
be omtrelisned at the Hranch o Tiviaien levels, Thia will
prove an seonpny in filing g:i@@&*t&&i&k%ﬁaamm
provide adequate service Yo ihs isBvidasl analysts.

A total of 1,199 liaw feot of rdfarence pablications nadle
tdne: in over 70 sepwrate Filing lovsilons throuzhous the
office wao foventoriel. A large owrtlon of these Mwaﬁam
mmmmﬁmwmmwﬁmswwm
bhevg becoes obaolete, ALY such £11os should be reviewed and
that netorisl no longsr neeled be destroyed or relumec to the
Idbrery 1 on loan to the Office, nhds would relqase ruch
needed spate Dor current and sotive preconds.

gndation Ho, § - ‘2ab Dploywe Aecerd Card, OF Lb,
' AiA%0d at sll orgeisation 1@%&1@ tie Adedndse
m&w e, mp&ﬁm b Lidividasl peprsonndl folders,

sonnel folders are mmintzined at 2l ergraishe
& &;ﬁi&b&%« o parsonnal folders walnisined
w mmzm ‘tally In mitlon the ma}.g.ayw‘s

ofTicdal pevsonnsl "a}m: 1% =einipined the O
ffiae of the m;: aggest thut the ggrml f'a}msrs
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SECRET -

salotained by other them Abdnis smﬁn aﬁaﬁf be #im
tinmed snd the use of Bgpluyes Record © ¥ by e
encouraged, The Daployee llecord Card is m&m@ﬂ rar e

by ospovating officials as 4 Lasls for initlating perscnnsl
agtione, training =d gualificetdons, and many other pore
sarmel duties of Mswxg officials, J‘gency Hegulsilon
states that OF kb i1 “the only supplementary record
Fised by the rffiee o srsonnel which may b¢ established

25X1

wam cozpobet te, " e cards say be malntadined in
poaket type vimibls filse il will occupy less filing speos in

G, Sesewssadation it T ﬁ%‘% mg«w rovo gl tion be glven

W“é‘lﬁ&% heauy éﬂv‘m g.aé ﬁ%@@é %ﬁa i’*m;z aﬁ&rww
and wolwse of toees "hootlap® furms found in the files leads %o
the oiwiocus onclusisng hiat: 1) sany of these formme méy Le
cheolete or nop-sssenilaly 7] some wxicubtedly dupiieate and
Wﬁm m mm 3) ofwrs are suscepidtle to replacamnt

by stand ned Ageney foryn; L4 sany require st-anderdizsilon

and mumwm of sise wnd design with attondent Laprove-
m in Wn,, ayﬁgamr and mémnm S} Mtﬂegm izprove-
Mm ’;mﬁmr, ink ar.ed oSwr & miﬁwmns, smé so forth,

Quants Yy veduactions end quillity imarovements con best be achieved

by Sawaring thet the reedurtion sod uee of every fors utilised by

ORY 4o completely contrallal prior to sreduction, :loaranoe pro-

sodures cutlined in | and other pertinent 25X1
issusnoes siould be InsHEGGed gridunlly s mateslly agreed W

by the u*ﬁ m Aesords f Toer sad e Agency Forme Nanager ta
avold overburdening either Lis ‘rea hecords Officer or the Farn
Hanagement ﬁm&amtﬁ 8 gp¥ien {nllax of work too groat W ha
handled without undue delnra.

MEMORANDUM FOR THE RECORDg k August 1955

1, The report, schedule and related memoranda were discussed
25X1A9A in detail with m: Assistant to DD/I, on 3 August 55,

o The report, schedule and related memoranda were discussed
25X1A9%in detail with Mr. | | Chief, 0 & M Staff ID/I Area,
on L August 55,

25X1A9%A

SEGRE]
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SECREL

THVENDRY OF FLIIBD EQUIPHENT 1N
CFPICE OF RESTRCH AND RERONTS

The file W& uﬁiim in Ofice of Bescsrch and Beporis
hwa o roplacenent value of $L23,6M ami conelsbe of Yypos end
madiors mm W 13

w. enrd mﬁu {1mi)
lrér. logsl safua {sliding ooy veull)

*i-e&'; wﬁ emt&

: m 2 -:av:zf
%t%ls‘ mm (hw dack)
it haa;%. cabinet {w/2 substitute
drevors replecing 1 legal drewer)
42 W oaidrat
3 oy robsry fle
dopistwlves

pen shelf stlag cases (1D.shel?)
pen @wll tookosson iﬁﬂﬁwu}
frgma whelf bookoases (Tesdf)

Tote) plucss of sgulprent

$ousdor o rrloontabuobrontnEkebE
14
%

EXIDEIT B
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SATFTIC L. DAPOGE: TIoH

1a tﬁaﬂw&taﬁtﬁmm&m&aw%@wwm -.
ontablishod an ontlsnted i&tﬁl redonds koldng of 22,427 lineey
Mﬁmm@m 845 seprrete items or recurd

2 3;55#?%531@& fgat af xmﬁzéamukﬁm Ldentd fad
mxm, The gléé,m*gz ro¥iressn

Mﬁﬁm mm soptedaed in ::éw m%a mm fsmﬁ.@

and In asocpdmnos with exieting Agewy sevurily resdations

3 wwi,.Q}Sﬁmarfsﬁafiiﬁmmwmm
coverad oa the Zoverds Combrol Sgaadals, Of tuis volams 1
nmfwtaz%&mw:@fawmwmmw
Idbrary for lotn purpoacts The 3 »‘mmmeﬁﬂ?@mw
indefici te losn from the liirary i»s #w varlows Sivisicos for re-
fopanee jurposes, )

he & or 15,88 m foet of reconds have besx apoveised
as having terporsry vmlue, with m@m%wwﬂ i.& sooordence
with mfw:w on tém- Zocords Uontesl Schodnls, O thle
wiume, 7,188 4 Poat am meps ridnteised 1a the Hep library
Colleotion for losn purscsos mgm inoar fest are wﬁa% copled
of mios mintained for spplemsmisl dietrilmtion purposss.

S 1o3i or 981 lincar foot of rescrds heve been llstod oa the
Mum@mmw retentlon ap mﬁﬁmmmm
dﬂgmw ewslaation »f Liese fAloe will dopend on thely future
developmt and une,

(ICREL
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SECRET

FOMETARY SAVAES PLGTIULE 13 obLionid B OF T EOEE

1. For every cade faot of miaﬁg this Agmey esa dlspose .
:’ﬁm of § W,zg’m be rolessed, For wvery oubde foot of pstords
that this Agency cas teansfer to ¢hasp storege, such &s Wie Ageney
Records Center, ticre iz & net swinge of g&i,éﬁ in gpeoe sud

An snalysis of the scheule lased upsn DOl spplizston
of ﬂuﬁ‘ dsposition instructions fur eseh iten indicabes thet 1,6%
linear feet of the preseut soouslatics of recceds miy be destyoy
during the remsinder of 1955 and 1996, During the sime period 653
1ennsy Peet of records are schediied fer retivenent %o the Retords
Centey, Totel sevings estinsted Tor ibkis perfcd weald excant o
£73,860,00, Yor eash yoar stey 1956 the mhedule Lndicabes that
a rimimem of 1951 linsar fect of meosmrds mey bs destroyed snd 274
1inear foot of reeords mey be relired 4 the Resopds Centen, e
would effect & miwlsum smual ss#lige of 80,275.30 for 1957 eod
far esach year thepeaftop, :

PAGET D

:.
244 83 8% K,
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REcbx%us MANAGEMENT DIVISION
Area Records Officer 22 g 1956

Office of Research and Heports

=

CIA Records Officer , Records Management Staff
Authorization for the ilaposal of Records

1. Congreasionsl approval has been received on those
items listed in the front of the Hecords Control Schedule
for which disposal asuthorization was pending.

2. The approval for the disposal of these records is
contained in House Report No. 16L6, 8Lth Congress, 2d Session,
dated 16 January 1956. :

3. This action completes the disposition plan for the
records of your Office. Any assistance you may need in the
application of the schedule may be obtalned by contacting a
member of this Staff.

L. Office of Bsgic Intelligence is being notified con-
currently.

MgtS/RM bat (1/25/56)

Distribution
Orig & 1 - addressee
1 -
1 - EMS file
1 - Record Center

25X1A9A
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